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The Studio@620 is looking for a Business and Development Manager. Focus areas will be general business
management, membership & development, and accounting & bookkeeping.

General Business Management



b
a

Managing all business matters, including taxes, licenses and permits, W9 vendor information, maintenance contracts,
insurance policies, and other such matters



Supporting other staff (including the manager of the Studio’s Volunteers) on business issues as needed



Processing routine payroll through ADP and Actor’s Equity payrolls as determined by management



Managing all grant requirements and reporting.

Membership, Development, and Fundraising Management



Managing all data about membership and donations in the computer system



Producing the materials, mailing and tracking the results of all membership and fund-raising efforts



Providing regular reports on results as requested



Maintaining a system to tracks fundraising effort by the Executive Director and the Board and following up on those
efforts.



Managing all correspondence and filing systems related to membership and fundraising, including generating thank
you letters.



Identifying and coordinating grant applications, including working with grant writers.

http://stpeteartsalliance.org/index.php/2014-01-04-21-44-24/item/326-employment-opportunity-studio620
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Accounting and Bookkeeping



Managing entry of all income and expenses into the QuickBooks system.



Maintaining filing systems that are complete and auditable in support of the bookkeeping system.



Printing checks and providing support for expenditures to be paid by check to the check signer.



Reconciling end-of-the month accounts.



Preparing end-of-the-month financial reports in a timely manner.



Managing sales tax reporting



Providing support to other staff members on revenue and expense matters.

Submit resume and cover letter to The Studio@620, Attention: Financial Position, 620 1st Ave S., St. Petersburg, FL
33704.  Please no calls or emails.
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